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Welcome to the Department of Defense (DoD) Regional Application User’s Guide.

This Guide applies to the Department of Defense (DoD) Regional Application System which is
an integral part of the Integrated Personnel Process Improvement Suite.  The Regional
Application System is an interactive System that provides electronic access to current employee
and position data to aid in viewing and processing day-to-day personnel actions.  The Regional
Application also supplies an immediate source of information for answering multiple employee-
related data inquires.  Changes and suggestions for improvement to the guide are welcomed.
Information on the points of contact are listed in Chapter One.  The information in this user
manual was developed using X-Vision.  Therefore, users of CDE Runtime may find some
screens and instructions do not duplicate those in this user guide.
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The Purpose and Objective of Regional Application System

The Regional Application System is designed to ensure that servicing personnelists will have
access to the necessary position and employee data needed for the day-to-day processing of
personnel actions.  With the removal of the Official Personnel Folders (OPF) from the field
personnel offices, servicing personnelists need an alternative way to access the data necessary for
the proper servicing of their local customers.  Thus, the Regional Application database system
was created.

The Regional Application System gathers data from a wide variety of sources making it much
easier to access the needed data.  With the Regional Application System, the personnelist no
longer has to access two or three database systems and write complicated data queries to match
and combine the data into a single database or report.  The Regional Application System
combines that data automatically.  The data contained in the Regional Application System is
gathered from such sources as the Defense Civilian Personnel Data System (DCPDS), the
Defense Civilian Pay System (DCPS), and a variety of Personnel Process Improvement (PPI)
systems.

The Regional Application System contains a data query system that is much simpler than most of
the methods used in the past.  While the user needs to have a knowledge of some basic retrieval
concepts in SQL, it is not necessary to attend hours of training nor expend a great deal of effort
developing long complex data retrieval programs or DESIRES.

The Regional Application System has the ability to look at a specific SF-50 for an individual.
This tool will aid in the processing of Personnel Actions using the PERSACTION system.  When
the personnelist is completing a personnel action in PERSACTION, they can easily check and
verify the accuracy of the data being entered in the personnel action transaction, prior to
submission to DCPDS.

User Information

Users must be familiar with the basic operation of a personal computer (PC), mouse, and a
printer.  Most PC users use either a mouse or a trackball as a pointing device to navigate around
the Windows-based screens and to select information; however, other pointing devices are
available and may be used.  For the purposes of this guide, references to “the mouse” should be
interpreted to mean the specific pointing device attached to the individual PC.  Users who are not
experienced with Windows applications and using a mouse will find it helpful to review the
Windows Tutorial for general information.  This guide provides more specific information in the
Regional Application operation.
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User’s Guide Conventions

•  To help users of this guide locate and interpret information easily, the guide uses various
document conventions and visual cues, such as “bolding”, to highlight a phrase within a text.
Other conventions are:

•  Components of the Personal Computer (PC) keyboard, such as the [Enter] key, are bolded
and placed in brackets.

•  Command Buttons are placed in quotation marks, e.g., “Add”, “Route”, “Exit”.

Security and Privacy

The data stored within this system is UNCLASSIFIED FOR OFFICIAL USE ONLY.  Access to
the Regional Application and Integrated PPI Suite data is subject to the Privacy Act of 1974.  The
user is responsible for providing adequate security and protection of this information in
accordance with current regulations and guidance.

Access to the system is controlled by the creation of user accounts and associated passwords.
Users are responsible for providing adequate security and protection of all user account and
password information in accordance with current regulations and guidance.  Access to the system
should NEVER be granted to anyone without the appropriate approval authority.

Controlling Access To The Regional Application System

Access is predetermined by management and system administers and controlled by the Username
(Logon) and Password combination.  Access to records is limited to those employees within the
span of control of the organizational hierarchy and the level of end users.  Personnel Specialists
have the highest level of end user access and can view all records serviced by that Civilian
Personnel Advisory Center or Civilian Personnel Operations Center.  Managers and supervisors
can view records for all employees within their span of supervision.  For privacy purposes certain
fields on some screens will be blank.  Employees will only have access to their individual
personnel record.  The System Administrator assigns a Logon Name and a Password for each
user.  The Logon Name identifies the user to the system and the Password provides a level of
security to the system.  A user may change their password after accessing the Integrated PPI
Suite.

Assistance and Problem Solving

This Guide supports the release of the Regional Application within the Integrated PPI Suite.
Since questions or problems may arise during the fielding of any software application, the guide
provides functional and technical contacts to answer questions, receive suggestions for
improving the software or reference materials, and resolve technical problems.
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Regional Application Help Desk

If user users cannot resolve technical or functional problems, they should contact the local
Integrated PPI Suite Program Coordinator.  Program Coordinators will forward the user’s request
for assistance to the Help Desk.

All requests for assistance should include the following information:

1.  Name and user identification
2.  Component/agency name
3.  The type of action in process at the time the problem occurred
4.  The exact steps taken prior to the problem’s occurrence
5.  The exact error messages received
6.  A thorough description of the problem.

If the local PPI Program Coordinator is not available, users may contact the Air Force Personnel
Center (AFPC) Software Distribution Center Help Desk.  The Help Desk’s telephone numbers
are:  toll free, 1-800-638-3487; commercial, 210-652-2995/2849; or DSN 487-3995/2849.   The
fax number is commercial 210-652-5800 or DSN 487-5800.  All problems should be submitted
to the  Integrated PPI Program Coordinators as soon as possible.

User’s Guide

This version of the Regional Application User’s Guide has been reviewed for clarity and
functional accuracy by functional personnel.  However, users of the Guide may find
discrepancies or errors that were missed during the review process, or may have suggestions for
improvement.  These should be reported to the Defense Civilian Personnel Management Service,
Regionalization and Modernization Functional Program Office by fax at 703-696-5468 or DSN
426-5468 or e-mail to carolyn.mcknight@cpms.osd.mil.  All written requests or suggestions
should include the following information:

1.  Name
2.  Telephone number (DSN)
3.  Component or activity name
4.  Chapter and page number of the discrepancies, if any
5.  Description of the suggested improvement.

Regional Application Program Manager

General questions concerning the fielding and support of the Regional Application System within
the Integrated Personnel Process Improvement Suite should be addressed to the PPI Program
Manager, Roger Kriesch, at 703-696-4554 or DSN 426-4553 or  e-mail
roger.kriesch@cpms.osd.mil
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This chapter contains detailed step-by-step procedures for the first time or occasional
computer user or for those who are unfamiliar with Windows applications.  It presents
sufficient detail to allow easy access to the application before learning the details of its
functional capabilities.

These sections may be disregarded if the user is familiar with the basic operation of
Windows 3.1, personal computers, a mouse, and laser printers.
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Requirements

Users should be familiar with the basic operations of a personal computer, a pointing
device such as a mouse or trackball, and the printer attached to the PC or LAN.  The PC
used should meet the minimum standards recommended by the DoD Civilian Personnel
Management Service.  Users must have an Internet Protocol address or a modem.  In
addition, XVision is required to operate the Regional Application program under
Windows 3.1 or XWindows in a UNIX environment.

The Regional Application program is written in a Windows-based environment; however,
it does not always follow standard Windows conventions.  Some of these exceptions are
described in more detail below.  Like any other Windows-based program, each screen has
some basic Windows-like parts:  the Title Bar, the Menu Bar, the Minimize button, the
Maximize button, and the Restore button.

Working With Windows

                                                                                                                                                

Figure 2-1.  Components of a Windows Screen

Title Bar - The horizontal bar at the top of the window, contains the name of the
window.

 
Menu Bar - The horizontal bar displays a variety of action items/commands related to
the current section of the program.  The Menu Bar appears directly below the Title Bar.
The Menu Bars used in the Regional Application program does not operate in the same
manner as the Menu Bars in most Windows-based programs.  They can NOT be activated
by pressing the Alt key.  To activate the Menu Bar, press the F10 key.  Use the arrow
keys to move between action items.  All of the action items can be activated by placing
the mouse pointer on the word and clicking once.  For the most part, this will to be the
preferred method.

TITLE BAR

MENU BAR

CONTROL BOX
MINIMIZE
BUTTON

MAXIMIZE
BUTTON

Once you
Maximize
the screen,
the button
changes
into a
Restore
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Minimize Button - The mouse pointer is used to “press” or click the Minimize Button
which minimizes the program on the screen, allowing access to other Windows-based
programs without actually ending the Regional Application database.

Maximize Button - Clicking the Maximize Button will expand the program window so
that it covers the entire screen.  Once the program is “maximized” on the screen, the
Maximize Button is converted into the Restore Button.  Clicking the Restore Button,
“restores” the program window to the size it was prior to “maximizing” it.

Control Box - The Control Box should not be used to exit the program.  Double clicking
the Control Box will send a message that the XVision session may be terminated.  The
only option is to click “OK”.  This does not actually close the XVision session, it returns
the user to the operation of the program.  A single click on the Control Box accesses a
drop-down menu that will be familiar to Windows users.  To exit the Regional
Application program, select Action and Exit from the Menu Bar.

Message Line - The Message Line is displayed at the bottom of each window and may
contain error messages or helpful hints referencing the screen.

Throughout the program, data field boxes are blue instead of the predominately colored
white.  These data fields are “linked” to other information.  Some of the blue data fields
contain the Clear Text information associated with the code shown in the data field box.
Others contain “additional” data related to the basic data field.  To access this data, place
the mouse pointer in the blue data field box and click.

If the “additional” information is the Clear Text explanation of the code contained in the
data field box, a window similar to the one in Figure 2-2 will be displayed on the screen.
For example:  The data field for BASE on the Leave Data Screen indicates that the
current record “belongs” to the BASE with the code TYMX.  Unless located at Base
TYMX, this code probably doesn’t mean anything.  To see which base code TYMX
stands for, click the blue data field box containing code TYMX.  The following Clear
Text Window will appear on the screen, letting the user know that the record belongs to
Randolph Air Force Base, Texas.

Figure  2-2.  Clear Text Screen
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Some of the blue data field boxes are “linked” to windows containing additional
information related to the basic data field.  For example:  The Pay Data field on the Basic
Employee Data section of the Personnel Processing Area of the program is “linked” to a
window containing additional pay related data (Figure 2-3).

Some of the data field boxes are green.  These data fields are typically date fields that
may contain non-date information, such as 888888 to indicate a date that does not expire
(Figure 2-3).

Figure 2-3.  Example of Linked Data Field Screen

The Regional Application program was developed using Oracle.  The Oracle database
program utilizes the data query language of SQL.

•  Data retrieval requests (or Queries) should be input using the SQL Logical Operators,
Logical Connectors, and Filters.  Appendix B contains some basic information to
assist in developing query statements.
 

•  Many computer programs consider a space to be an individual
character.  DCPDS currently uses one or more spaces as the code
to indicate “none”, “not applicable”, etc.  SQL utilizes spaces
differently than some of the other programs being used in the
Civilian Personnel functional operations.  The use of an asterisk
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(*) is used in place of spaces in the data field codes.  For example
in Figure 2-4.

•  Application displays this code as a single * in the data field box for SECURITY
REQD:

Figure 2-4.  Example of (*) in Data Field Screen

The Regional Application data is stored on a single computer system.  The updates to the
information occur automatically as employee, position, and pay data are changed in their
respective systems.  It cannot be edited or changed locally by the user.

Primary Keys Used

The following keys are common to most PCs and may be used to navigate through the
various screens and data fields in Regional Application.  Since the data cannot be edited,
most of the interaction with the system will be accomplished using the mouse or other
pointing device attached to the PC.

TAB The TAB key moves the screen pointer forward to the next
data field on the screen.  If the next data field is a blue field,
this indicates that additional information is available for that

In DCPDS, the code to
represent “NO ACCESS
REQUIRED
ENTAC/NAC/NACI
REQUIRED” for a
Security Clearance is a
single space.  Regional
Application displays this
code as a single * in the
data field box for
SECURITY REQD:
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data field.  Place the cursor on the blue data field, click and a
data box will appear on the screen giving additional
information about that data field.

ENTER/RETURN The ENTER or RETURN key (depicted by some programs as
the CR or Carriage Return key) operates similarly to the TAB
key.

Initiating a Regional Application Session

The Regional Application program is accessed through the Integrated PPI Suite.  The
instructions for accessing this program may vary depending on individual Componet.
Componetn specific instructions for accessing the PPI Applications are located in the
Appendix area of this manual.

From the Windows Program Manager screen, click the Personnel Process Improvement
(PPI) icon, if the system being used is setup in this method.  This will initiate a “LOGON
screen (Figure 2-5).  Enter the assigned ORACLE Username, [TAB] to Password and
enter the assigned password or place the cursor in Username and enter the Username,
place the cursor in the Password block and enter the Password.  Place the cursor on the
“CONNECT” button and click to initiate the PPI Application Menu Screen.  Clicking
“CANCEL” will stop the session and return the user to the Windows Program Manager
screen.

Figure 2-5.  Logon Screen

The Application Menu screen will be displayed after successful logon.  Click Regional
Application to access the Regional Application System.
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Figure 2-6.  PPI Application Main Menu Screen

Exiting or Ending Regional Application System

To exit the program, click the word Action on the Menu Bar and then click Exit.  This is
applicable for any of the Regional Application screens.  Once the Application Menu
(Figure 2-6) is displayed, click “EXIT on the menu to exit the Regional Application
System and return to the Windows Program Manager Screen.  Do not double-click the
Control Box located in the upper left-hand corner of the window.  This will provide a
warning that Xvision will be terminated.
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CHAPTER THREE:  REGIONAL APPLICATION OPENING SCREEN
- OVERVIEW

Regional Application Main Menu 3-2

Menu Button 3-2

This chapter gives a definition of the six buttons located on the Regional Application
Main Menu Screen.  These buttons provide the user access to numerous reports in an
electronic format that accesses current employee and position data to process day-to-day
personnel actions.
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Regional Application Main Menu Description

Once the logon is completed and the Regional Application System has been selected from
the PPI Application Main Menu Screen (Figure 2-6), the Regional Application System
Main Menu (Figure 3-1) screen is displayed.

Figure 3-1.  Regional Application Main Menu Screen

The Regional Application Main Menu is the starting point for actions in the Regional
Application System.  The six buttons on the screen give the manager and personnelists
access to numerous reports and queries on employees.  The buttons on the Regional
Application Main Menu Screen are described below with detailed instructions on the
screens in following chapters.

Menu Buttons

The Displays Button allows the user to open the Regional Application Displays screens
of the Regional Application program.  The Displays screens are discussed in more detail
in Chapter Four.
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The SF50’s Button allows the user to electronically view and authenticate SF-50’s
received daily from DCPDS.  Further information about this option is available in
Chapter Eight.

The Reports Button allows the user to select a variety of preformatted reports (e.g.,
Alpha Roster, Security Roster, Organizational Roster, Within Grade Increase Due List,
etc.).  Further information about this option is available in Chapter Nine.

The Org Button allows the user to view the organizational addresses for positions in the
database.  Further information about this option is available in Chapter Ten.

The Queries Button allows the user to select and make queries from a variety of standard
queries (e.g., Average Grade, Employee Count, etc.).  Further information about this
option is available in Chapter Eleven.

The Exit Button exits the Regional Application System and returns the user to the PPI
Application Main Menu (Figure 2-6).  At this point, either choose another Integrated PPI
Application or exit the Integrated PPI Suite by clicking “EXIT” to exit the program and
return to the Windows Program Manager Screen.
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CHAPTER FOUR:  REGIONAL APPLICATION DISPLAYS
SCREENS

Overview of Displays Screen 4-2

Accessing the Regional Application Displays Screen 4-7

This chapter explains the functions of the Displays Button on the Regional Application
Main Menu.  Detailed step-by step procedures for using the various Displays Screens is
also explained.



Page 4-2

Overview of Displays Screens

The information stored in the Regional Application Displays system have been grouped
into three basic categories.  They are Human Resources Management, Civilian Career
Brief, and Personnel Processing.  These three boxes are yellow on the actual data screen
as it appears on the monitor.

Figure 4-1.  Regional Application Displays Screen

Each of the three Display data areas have data buttons available for presentation of
information to the personnelist and manager.  The data screens can be accessed in two
basic ways:

•  Click the white data area associated with the specific data screen, or
•  Select the appropriate category and subcategory from the Screens option on the

Menu Bar.  This process is described on the following pages.
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Figure 4-2.  Screens Menu Screen

Clicking the items in the Screens drop-down menu activates additional drop-down menus
(Figure 4-3).

   Human Resource Mgt               Civilian Career Brief              Personnel Processing

                                                      

Figure 4-3.  Screens Drop-Down Menu Screens

The data categories listed in these drop-down menus matches the data categories shown
on the main Regional Application Display Screen (Figure 4-1).  Each of these areas will
be discussed in later chapters.

Clicking Screens on the Menu Bar,
activates the following drop-down
menu:

The arrows
indicate that there
are additional
menus associated
with these items.
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Query Menu Screen

Clicking Action on the Menu Bar, activates the following drop-down menu.

Figure 4-4.  Query Menu Screen

Most of these options will not be used from the Regional Application Display screen.
The Print, Auto Enter Query, AND Logic, and OR Logic options are primarily used
with the Query function.  These options are described below.

•  Print allows the user to print the entire screen as it appears on the monitor.
Click the Print button to activate the Print Choose Screen (Figure 4-5).

 
 WARNING:  The printing process can take several minutes to complete.  It should

not be used except as needed.
 

 
 

 Figure 4-5.  Printer Chooser Screen
 

After selecting  the appropriate printer the Page Setup Screen is activated (Figure 4-6).
Click “OK”.  The Print Job screen is activated (Figure 4-7).  After entering the correct

Select the appropriate printer by
placing the mouse pointer on the
correct printer and highlighting.
After selecting the correct printer,
click “OK”.  If unsure about the
printer options, consult the local
systems administrator.



CHAPTER FOUR:  REGIONAL APPLICATION DISPLAYS - SCREENS

Regional Application 4-5

information, click “Print”.  Figure 4-8 is accessed.  Click “Cancel” to cancel the print job
or “OK” to Print.  Figure 4-9 is displayed when printing is completed.

Figure 4-6.  Page Setup Screen

Figure 4-7.  Print Job Screen

Figure 4-8.  Print Beginning Window Screen
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Figure 4-9.  Print Complete Screen

 
•  Auto Enter Query - determines if the user automatically enters the Auto Enter

Query mode whenever a blank data screen is activated.  If the button is depressed,
the Auto Enter Query (Figure 4-4) option is active.  This means when entering
the screen, the user can immediately start entering query information.  If the Auto
Enter Query option in not active (the button is not depressed) the user will have
to select Query, Enter Query from the Menu Bar to enter query information.

 
•  AND Logic - can be used when creating a query from within a data screen.  Select

each data field to be included in the query, click AND Logic (Figure 4-4), and
then click Execute Query.  The AND Logic is used when the user needs to have
the query find only those records that meets all of the limiting factors.  For
example:  A query selecting positions where Grade = 12 AND Pay Plan = GS
AND Office Symbol = DPC would select only those GS-12 positions located in
DPC.

 
•  OR Logic - is used almost the same as AND Logic is used, except the query

would select any record that contained any of the requested information.  For
example:  A query using the same criteria as listed above but using the OR Logic
(Figure 4-4) instead of the AND Logic (Grade = 12 OR Pay Plan = GS OR Office
Symbol = DPC) would select all positions with a GS pay plan (regardless of grade
or office symbol) AND all positions at grade 12 (regardless of pay plan or Office
Symbol) AND all positions located in DPC (regardless of pay plan or grade).

 
•  Lookup - provides access to the Regional Application Lookup Tables and the

information contained in these tables.
 
•  Exit - will exit the Regional Application Display area and return to the Regional

Application Main Menu Screen (Figure 3-1).  Or exit the Regional Application
Display area by clicking the “EXIT” button located on the bottom center of the
Regional Application Display screen (Figure 4-1).  Do NOT try to exit this area by
double-clicking the Control Box at the upper left hand corner of the window.  The
program will provide a warning that XVision will be terminated.
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Accessing the Regional Application Displays Screens

Viewing the employee, position, and pay data contained in the Regional Application
database begins by clicking the Displays button located on the Regional Application Main
Menu Screen (Figure 3-1).  This accesses the Regional Application Display opening
screen (Figure 4-1).  To view the data contained in a specific subcategory of data, click
the appropriate white box.

NOTE:  The Menu Bars for each Regional Application system operates similarly in each
of the Regional Application Display data screens.

For example, click the Leave Button located under Human Resources Mgt Screen (Figure
4-1).  Figure 4-10 will be accessed.  The data screen appears containing a variety of data
fields that are empty.  The system assumes the user will select a group of records to work
with.  The Menu Bar will contain the following action items:  Action, Query, Execute
Query, and Help.  These are described below.

Figure 4-10.  Leave Data Screen (Blank)

The bottom gray bar (Message Bar) of the screen indicates a series of key strokes
available to assist with entering and executing a query.  It also indicates the total number
of records that have been selected.  In Figure 4-10, the Count: is 0, since no query has
been executed at this point.
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The Query entry screens for most of the data screens, will be slightly different than the
actual data screens.  Clicking the blue data field boxes on the Query Entry screens will
activate an associated data field code table to assist in selecting query items.  In the data
screens, the blue data field boxes either have an associated Clear Text definition window
or another data window containing additional data information associated with the
selected data field.

Most of the Menu Bar’s action items have an associated drop-down menu that can be
activated by clicking the action item name.  Until a query is executed, the menus contain
the following options:

                         

Figure 4-11.  Menu Bar Screen

Once the query request is completed, Execute Query starts the record search.

Action

The Action drop-down menu only contains the options shown in Figure 4-11.  The
Action Button functions are explained earlier in this chapter.  The user must either
execute a query or cancel the Enter Query mode before exiting the data screen.  The
options on this drop-down menu are explained in more detail in this chapter.

Query

Action Query Editor
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•  Cancel will cancel the query mode only.  It does not stop the query once the
execution process has started.  Once the query mode is canceled, the Exit
option will appear in the drop-down menu for the Action Menu Bar item.

•  Count Records gives a count of the records that have been selected by the last
query.  If no query has been executed, it will reflect all the records in the
database.

•  Last Query recalls the criteria entered in the last query request.
•  Clear Query Criteria clears out all query request information that has been

entered into each data field.  Anew query can now be entered and processed.

Editor

To use the Editor as a tool in the query process, select the data field to be searched
by clicking the field and click Editor from the Menu Bar.  Enter the search query
using an SQL SELECT command format (Appendix B).  The Editor box is
equivalent to the WHERE clause.

Figure 4-12.  Editor Screens

Execute Query

To execute the query request, click the words eXecute Query located on the
Menu Bar.

WARNING:  If no selection criteria has been entered when clicking the
Execute Query menu bar item, the system will go out to the database and
“pull in” every record in the database.  This could take several minutes.
Once executed the query cannot be canceled.  The screen is frozen until the
query finds every record it is searching for.  The larger the database the
longer this process will take.

Pressing the Editor Search button
activates a Search/Replace window
for modifying the query request.
This operation works the same as the
Search/Replace option in any other
program.
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Figure 4-13.  Query All Records Screen (Yes or No)

Once a Query is executed and records are selected, the action items on the Menu Bar
change again.  The new options include - Action, Screens, Query, Record, Previous,

    Next, and Help.

Figure 4-14.  Record Queried Screen

The group of records selected by the query are now the active records.  It is important to
note that these same active records can be assessed from any other Regional Application
Display screen.  To access a different set of data for these active records within the same
data category, select Screens and select the appropriate data category.  The individual
record on the first screen is the record that will appear with the newly selected screen.
Viewing the Leave Data for employee John Doe, Mr. Doe’s position data will
immediately load into any other data area once that individual button is selected from the
Screens drop-down menus.

Drop-Down Menu Bar Functions

When clicking this option without
entering any query criteria, a window
will appear asking if the user really
wants to select every record available.
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The drop-down menus from the Query function associated with the Menu Bar items
follow.

Action                                                                                 Screens

                                                              

Figure 4-15.  Drop Down Menu Screen

Action

The Print, Auto Enter Query, AND Logic, OR Logic, and Lookup operate in
the method discussed above.  The Exit option is used to exit the Regional
Application Displays section of the Regional Application System and returns the
user to the Regional Application Main Menu (Figure 3-1).

Screens

The Screens option permits moving to any other display screen available in the
Regional Application Displays program of the Regional Application System.  To
do this, click the category of data to be reviewed and then click the subcategory.
The group of records selected by the last query will still be available to the user
for easy access and the data appearing on the new screen will be the data
associated with the current record being reviewed (Figure 4-14).  Clicking Main
returns to the Displays Screen (Figure 4-1).

Query

Enter Query option clears out the previous query results and returns the user
back to a screen similar to Figure 5-1 so a new query can be entered.  Users can
execute a query of a specific employee by inserting the employee’s name or SSN
in the proper data fields on the blank Leave Data Screen.  Inserting both data
fields will ensure access to the proper employee’s record as employees may have
the same last and first names, but not the same SSN.  After entering the
information, click Execute Query on the Menu Bar to execute the query.  This
will populate the blank fields.  To clear the data fields, click Query and then
Enter Query which will clear the data fields for a new Query.  To exit, click
Action, then Exit.

Query

Record
The arrows
indicate
additional
drop-down
menus.(Fig 4-
3)
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Record

Selecting the First Record takes the user to the first record selected by the query.
Likewise, selecting the Last Record takes the user to the last record selected.
Selecting Go Record accesses a drop-down menu that has the current record
number displayed and allows input of a record number that can be accessed by
clicking “OK”.  The record is immediately accessed.

Previous

Selecting Previous moves the user up one record to the previous record reviewed.
If this item appears shadowed instead of solid black, the first record in the
selection is being viewed and there is no previous record to view.

Next

Selecting Next moves the user forward one record to the next record in the data
list.  If this item appears shadowed instead of solid black, the last record in the
selection is being viewed and there are no other records available after the record
currently being reviewed.

Help

                                                                          FIGURE 4-16.  FUNCTION keys Screen

The remaining chapters contain information on the other data categories.

The Help option is available
throughout the program.

Function Keys

Information relating to the Query
Examples and Query Syntax can be
found in Appendix B - Query Basics.
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CHAPTER FIVE:  HUMAN RESOURCE MANAGEMENT DATA SCREENS

Leave Data Screen 5-2

Position 1 Data Screen 5-3

Position 2 Data Screen 5-6

Skills Information Data Screen 5-8

Army Position Data Screen 5-10

Resource Data Screen 5-12

Retained Data Screen 5-15

This chapter is a visual description of the screens available in the Human Resources Mgt column
of the Regional Application System.  Refer to Chapter Four for information on how to use these
screens.
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Leave Data Screen

The Leave Screen is accessed by clicking the Leave Button located under Human Resource Mgt
area of Figure 4-1.  The data field can also be accessed by clicking Screens, then Human
Resource Mgt and Employee Leave (Figure 4-3).  The following screen will be displayed.

•  The Leave Data Screen before any records have been queried for Leave data.

Figure 5-1.  Leave Data Screen - Blank

The Leave Data Screen views the various types of leave available to an employee.  Once a query
has been executed all applicable data fields will be populated.

NOTE:  When one individual employee record is selected for a query, the user can view all
available information on that individual employee by clicking Screens on the Menu Bar.  The
drop-down screen (Figure 4-2) is displayed.  Select one of these data buttons -- Personnel
Processing, Civilian Career Brief, or Human Resource Mgt -- to access additional data screens
(Figure 4-3).  Click the selected data field to access the employee’s record for the selected data
field.

The only
difference
between the
query screen and
the data screen is
the BASE data
field.  On the data
screen, the data
field is blue,
indicating an
associated clear
text window.
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•  After a record has been selected and the query executed, the following screen is
displayed with applicable information filled.

Figure 5-2.  Leave Data Screen With Query Completed

Position 1 Data Screen

Position 1 is accessed by clicking the Position 1 Button located under the Human Resource Mgt
column of Figure 4-1.  The data field can also be accessed by clicking Screens, then Human
Resource Mgt and Position Ctrl 1 (Figure 4-3).  Position 1 can be accessed by clicking the
Position 1 Button at the bottom of the Position 2 screen (Figure 5-8).  Figure 5-3 will be
displayed.

Position Data (Screen 1) - lists the same information at the top of the screen as in the other
Regional Application screens to include the NAME, SSN, BASE, OFF SYM, PAS, (Office
Symbol Code), PHONE, PP, SRS (Series), GR (Grade), TG (Target Grade), STEP, and TITLE.
The remaining areas are Position Control and Manning Data.  Data fields are available for input
of limited component information obtained from DCPDS.  Additionally, there is a scroll bar
located on the right side of the screen.  The user must scroll down or up to access all the
information on the Position Data (Screen 1) screen.  There is too much data relating to this screen
to fit on only one screen.
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The Query entry screen before any records have been selected for Position Data (Screen 1).

Figure 5-3.  Position Data (Screen 1) - Blank

•  After a record has been selected and the query executed, the following screen appears.

Figure 5-4.  Position Data (Screen 1) With Query Executed
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Figure 5-5.  Position Data (Screen 1) (Continued Scroll Bar Used)(Shows DFAS
Information)

In the Position Data (Screen 1) there are Component specific data fields that provide employee
information, e.g., Navy Unit ID, AF Authority (AF AUTH), Local National Data (LN DATA).

Figure 5-6.  AF Screen for Position Data (Screen 1)
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Figure 5-7.  LN Screen for Position Data (Screen 1)

Position 2 Data Screen

Position 2 is accessed by clicking the Position 2 Button located under the Human Resource Mgt
column of Figure 4-1. The data field can also be accessed by clicking Screens, then Human
Resource Mgt and Position Ctrl 2 (Figure 4-3).  Additionally, Position 2 can be accessed by
clicking Position 2 at the bottom of the Position Data (Screen 1) (Figure 5-3).  Figure 5-8 will be
displayed.

The Position Data (Screen 2) - is a continuation of information presented in Position Data
(Screen 1) to include the same top block of employee information with the addition of the  Career
Program, Employee/Position Data, and Premium Pay/EDP data field areas.

•  The Query entry screen before any records have been selected for Position Data
(Screen 2).

Figure 5-8.  Position Data (Screen 2) - Blank
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After a record has been selected and the query executed.  The following sample screen is
accessed and populated with data.

Figure 5-9.  Position Data (Screen 2) With Query Completed
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Skills Information Data Screen

Skills Information is accessed by clicking the Skills Info Button located at the bottom of Position
Data (Screen 1) or Position Data (Screen 2).  When the Skills Info button is clicked the skills
information appears in the middle of the active Position Data (Screen 1 or Screen 2).  Figure 5-10
is displayed.

•  The Query entry screen before any records have been selected for Skills Info.

Figure 5-10.  Skills Info Screen - Blank
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•  After a record has been selected and the query executed, the following sample screen
is accessed.

Figure 5-11.  Skill Info Screen With Query Completed
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Army Position Data Screen

Army Position is accessed by clicking the Army Position Button located under the Human
Resource Mgt column of Figure 4-1.  The data field can also be accessed by clicking Screens,
then Human Resource Mgt and Army Position (Figure 4-3).  Figure 5-12 will be displayed.
Skill Information for Army positions can be accessed by clicking the Skill Info button at the
bottom of the Army Position Data screen.

Army Position provides information unique to an Army employee.  This information can also be
accessed by other service users even though it may not be applicable to their employees.

•  The Army Position Data Screen before a query of records has been selected:

•  Figure 5-12.  Army Position Screen Blank
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After a record have been selected and the query executed, the following screen is displayed.

Figure 5-13.  Army Position Data Screen With Query Completed

Figure 5-14.  Skills Information Screen
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Resource Data Screen

Resource Data is accessed by clicking the Resource Button located under the Human Resource
Mgt area of Figure 4-1.  The data field can also be accessed by clicking Screens, then Human
Resource Mgt and Resource (Figure 4-3).  Figure 5-15 will be displayed.

The Resource Data Screen provides information on pay and benefits information for an
employee.  Click Other Pay data to access other types of pay information an individual
employee may be receiving.  Click Close to return the to the Resource Data Screen.  Benefits can
be accessed by clicking Benefits to view the employee contributions to FEGLI, FEHB, CSRS,
FERS, TSP Fund, and Medicare.  Click Close to return to the Resource Data Screen.

•  The Resource Data Screen before a query of any records has been selected:

Figure 5-15. Resource Data Screen - Blank
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•  After a record has been selected and the query executed, the following screen is
displayed.

Figure 5-16.  Resource Data Screen With Query Completed



CHAPTER FIVE:  HUMAN RESOURCE MANAGEMENT DATA SCREENS

Regional Application 5-14

Figure 5-17.  Other Pay Data Screen With Information Completed

Figure 5-18.  Benefits Pay Data Screen With Information Completed
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Retained Data Screen

Retained Data is accessed by clicking the Retained Button located under the Human Resource
Mgt area of Figure 4-1.  The data field can also be accessed by clicking Screens, then Human
Resource Mgt and Retained (Figure 4-3).  Figure 5-19 will be displayed.  Skills information
that pertains to the queried individual can be accessed by clicking “Skills” at the bottom of the
Retained Data screen.  Figure 5-14 is an example of the skill information that is displayed.
Retained Data displays individual employee Retained Grade information.

Figure 5-19.  Retained Data Screen - Blank



CHAPTER FIVE:  HUMAN RESOURCE MANAGEMENT DATA SCREENS

Regional Application 5-16

After a record has been selected and the query executed.  The following screen is accessed and
populated with information, if applicable.

Figure 5-20.  Retained Data Screen With Query Completed
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CHAPTER SIX:   CIVILIAN CAREER BRIEF DATA SCREENS

Experience Data Screen 6-2

Education Data Screen 6-4

Training History Data Screen 6-6

Appraisal Data History Screen 6-8

Awards Data Screen 6-10

Career Program Data Screen 6-12

Acquisition Data Screen 6-14

This Chapter is a visual description of the screens available in the Civilian Career Brief
column of the Regional Application System.  Refer to Chapter Four for information on
accessing these screens.
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Experience Data Screen

The Experience Data Screen is accessed by clicking the Experience Button located under
the Civilian Career Brief column (Figure 4-1).  This data field can be accessed by
clicking Screens, then Civilian Career Brief and Experience (Figure 4-3).  Figure 6-1
will be displayed.

The Experience Data Screen contains the same information presented in the first data
section as all data screens within the Regional Application System.  This section is
populated by an Execute Query.  Experience Data provides previous experience
information to the personnelist or manager on an employee.

•  The Experience Data Screen before a query has been processed for any
records.

 

Figure 6-1.  Experience Data Screen - Blank -With Skill Codes

 
Figure 6-2.  Skills Codes Screen

A search for the
appropriate skills
code using the
vertical scroll bars
to scroll through the
entire listing can be
conducted.
Highlight and click
“OK” to inspect the
skill codes.

Note:  Search
for experience
data before
(DT ST), after
or between
certain dates
(DT END);
pay plan (PP);
series (SERS);
and grade
(GR) as well
as by Skill
Code.

Click the blue fields in the
ENTER SEARCH CRITERIA
FOR SKILLS area and the
Skills Codes Table appears
(Figure 6-2).
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Figure 6-3.  Skill Codes Screen Using Find Box

On screens where records have been selected and a code appears in a data field, clicking
the blue data field box produces a window containing the Clear Text definition for that
code.  On screens where no records have been selected (Figure 6-1), clicking the blue
data field box produces a table containing the applicable codes for that data field (Figures.
6-2 and 6-3).

When executing the query to access skills data on a selected employee, Figure 6-4 will be
displayed.  To view the skills percentages associated with previous experience skills,
highlight any block located under Experience History, then click the History Button to
access the skills information (Figure 6-5).  The purpose of the History Button is to show
additional information that relates to the skill codes. After a record has been selected, the
data fields are populated with the current experience and past experience skill levels.

Figure 6-4.  Experience Data Screen With Query Completed

Another way to find the
appropriate skills code is to
enter a portion of the Skill
name in the Find box and click
the Find button.  The results
will be a listing of all skills
codes that start with the value
entered.

In this example, the
word CIVILIAN was
entered in the find box
after the % and then
the Find Button was
clicked.  Note the
search also located
Civil Engineering.
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NOTE:  On the Experience Data Screen (Figure 6-1) the History Button (bottom left of
Figure 6-1) is active.  Clicking the History Button will access a blank data screen of
Figure 6-4.

When the History Button is clicked on Figure 6-4, the following screen (Figure 6-5) is
displayed.  Highlight a block under the Experience History data area.  Click the History
Button to display data on the previous experience.  To exit the screen, click the “Close”
Button to return to Figure 6-4.  To return to the Regional Application Displays menu,
click Screens on the Menu Bar, then Main to return to Figure 4-1.

Figure 6-5.  Skill Data Screen - Completed

Education Data Screen

The Education Data Screen is accessed by clicking the Education Button located under
Civilian Career Brief (Figure 4-1). The data field can also be accessed by clicking
Screens, then Civilian Career Brief and Education (Figure 4-3).  Figure 6-6 will be
displayed.

•  The Education Data Screen provides information on the various Educational degrees
an employee possesses or has worked on and the major areas of study.  An area for
foreign language and proficiency level is included if applicable for employees.  The
final block provides information on employees who have occupational certificates and
the date issued.  A scroll bar located under the Education Level continues with
information on levels, descriptions, hours, the year the degree was granted, type, etc.
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•  The Education Data Screen before a query of any records has been selected.

Figure 6-6.  Education Data Screen - Blank

•  The Education Data Screen after a record has been selected:

Figure 6-7.  Education Data Screen With Query Completed



CHAPTER SIX:  CIVILIAN CAREER BRIEF DATA SCREENS

Regional Application 6-6

Training History Data Screen

The Training History on individual employees can be accessed by clicking the Training
Button located under Civilian Career Brief (Figure 4-1). The data field can also be
accessed by clicking Screens, then Civilian Career Brief and Training (Figure 4-3).
Figure 6-8 will be displayed.

The Training History data screen lists the types of training a employee has taken.  At
present, the last twenty training events can be listed on the Training History Data Screen.
Click the blue data field to access the code for the Training Code data fields.  The Course
Title, Date Course was taken, and the number of training course hours is available for
viewing by the manager or personnelist.  The History Button is gray when Figure 6-8 is
accessed.  After a record has been queried the History Button is highlighted.  To access
the information on an individual course, place the cursor on the white area, highlight, and
then click the History Button to display Figure 6-10.  To exit Figure 6-10, click “Close”
to return to Figure 6-9.  To exit this data field, select Screens from the Menu Bar and
then Main to return to the Regional Application Displays Menu (Figure 4-1).

•  The Training History Screen before a query has been selected on an employee
record.

Figure 6-8.  Training History Screen - Blank
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•  Training History Screen after a record has been selected.

Figure 6-9.  Training History Screen After Query Completed

•  Course history information displayed after a course has been highlighted and the
History Button clicked.

Figure 6-10.  Employee Training History Screen For Individual Course.



CHAPTER SIX:  CIVILIAN CAREER BRIEF DATA SCREENS

Regional Application 6-8

Appraisal Data Screen

The Appraisal Data Screen is accessed by clicking the Appraisal Button under the
Civilian Career Brief column (Figure 4-1). The data field can also be accessed by clicking
Screens, then Civilian Career Brief and Appraisal (Figure 4-3).  Figure 6-11 will be
displayed.

The Appraisal Data Screen accesses the appraisal record of an employee.  It lists the
effective date (EFF-DT), rating (RATING) received, appraisal type (APPR TYPE), and
the promotion factors on which an appraisal was completed.

•  The Appraisal Data Screen entry screen before any records have been selected:

Figure 6-11.  Appraisal Data Screen - Blank
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•  Appraisal Data Screen after a record has been selected.  For Army employees
the Promotion Factors data elements will be blank.

Figure 6-12.  Appraisal Data Screen After Query Completed
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Awards Data Screen

The Awards Data Screen is accessed by clicking the Awards Button located under
Civilian Career Brief (Figure 4-1). The data field can also be accessed by clicking
Screens, then Civilian Career Brief and Awards (Figure 4-3).  Figure 6-13 will be
displayed.

The Awards Data Screen provides information on the types of awards an employee has
received, date of awards, and the award amount, either monetary or special.  The first
column in blue is coded to give the complete name of the Award Type.  Click the blue
data file for additional information for those unfamiliar with the explanation given in the
Award Type column.  The Awards Screen also has a scroll bar to move up and down to
view additional awards not shown on the Awards Data Screen (Figure 6-14).

•  The Awards Data Screen before a query of any records has been selected:

Figure 6-13.  Awards Data Screen - Blank
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•  Awards Data Screen after a record has been selected.

Figure 6-14.  Awards Data Screen After Query Completed
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Career Program Data Screen

The Career Program Data Screen is accessed by clicking the Career Button located under
the Civilian Career Brief column (Figure 4-1). The data field can also be accessed by
clicking Screens, then Civilian Career Brief and Career (Figure 4-3).  Figure 6-15 will
be displayed.

The Career Program Data Screen provides information on an employee’s career program
registration (CAR PRO), current position to include program, type of position, and if
mobility is a requirement for the position.  The Army primarily uses the Career Program
information.

•  The Career Program Data Screen before any records have been selected.

Figure 6-15.  Career Program Data Screen - Blank
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•  Career Program Data Screen after a record has been selected.

Figure 6-16.  Career Program Data Screen After Query Completed
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Acquisition Data Screen

The Acquisition Data Screen is accessed by clicking the Acquisition Button located
under the Civilian Career Brief column (Figure 4-1). The data field can also be accessed
by clicking Screens, then Civilian Career Brief and Acquisition (Figure 4-3).  Figure 6-
17 will be displayed.  Information displayed in Figure 6-18 provides information to the
manager and personnelist about the Acquisition Career Field data of an employee.

•  Acquisition Data Screen before any records have been selected.

Figure 6-17.  Acquisition Data Screen - Blank
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•  Acquisition  Data Screen after a record has been selected.

Figure 6-18.  Acquisition Data Screen After Query Completed
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CHAPTER SEVEN:  PERSONNEL PROCESSING DATA SCREENS

Basic Employee Information Data Screen 7-2

Benefits Data Screen 7-4

Detail 1 Data Screen 7-6

Detail 2 Data Screen 7-8

Japan Data Screen 7-9

LN Basic Data Screen 7-11

Military  Data Screen 7-12

MOB/EMR/ESS Data Screen 7-14

Performance Improvement and Discipline
Data Screen 7-16

RIF Data Screen 7-17

SF 50 Data Screen 7-19

Supplementary Pay Data Screen 7-21

Suspense Data Screen 7-24

This chapter provides access to personnel data screens for viewing by the manager and
personnelist.  Local National information is also available for viewing from a number of
Personnel Processing data screens.
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Accessing Personnel Processing Data Screens

Personnel Processing Data Screens are designed to provide a wide range of personnel
data on individual employees.  To access the Personnel data screens, click the Display
Button on the Regional Application Main Menu (Figure 3-1).  Figure 4-1 is displayed.
Click any of the white buttons located under the Personnel Processing column to access
the individual data screens.  To exit from any of the data screens after querying
information, click Screens on the Menu Bar for the drop-down menu and select Main
which will return to Figure 4-1.  To exit from a clear data screen, click Action on the
Menu Bar and Exit to return to Figure 3-1.

Basic Employee Information Data Screen

The Basic Employee Data Screen is accessed by clicking the Basic Button located under
the Personnel Processing area of Figure 4-1.  The data field can also be accessed by
clicking Screens, then Personnel Processing (Figure 4-2), and then Basic Info (Figure
4-3).  Figure 7-1 will be displayed.

Basic Employee personnel information can be accessed from this data screen.  To access
information and clarification of terminology in a particular data field, click any of the
blue data fields to see clear text information relating to that data field.

•  The Basic Information Data Screen before a record has been selected:

Figure 7-1.  Basic Information Data Screen - Blank
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        PAY DATA                          ADDRESS DATA                     TEMP PROM

        

                                DUTY STATUS                   SECURITY CLEARANCE

                                     

Figure 7-2.  Blue Data - Clear Test Windows -- Examples

•  After records have been selected the data fields are populated as queried.

 

Figure 7-3.  Basic Information Screen With Query Completed
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Benefits Data Screen

The Benefits Screen is accessed by clicking the Benefits Button located under the
Personnel Processing area of Figure 4-1.  The data field can also be accessed by clicking
Screens, then Personnel Processing (Figure 4-2), and then Benefits (Figure 4-3).  Figure
7-4 will be displayed.

The Benefits Screen provides access to the various benefits that an employee has and is
entitled too including Health/Life benefits, Thrift Savings benefits, and Retirement Data.
A “Projected” Button is located at the bottom of the Benefits Screen.  It allows the
viewing of employee benefits before the actual effective dates of that particular benefit.
Clicking this button will display Figure 7-6.

•  The Benefits Data Screen before a record has been selected.

•  Figure 7-4  Benefits Data Screen - Blank
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•  Benefits Data Screen after a record has been selected.

Figure 7-5.  Benefits Data Screen With Query Completed

Figure 7-6.  Projected Data Screen for Benefits
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Detail 1 Data Screen

Detail 1 Data Screen is accessed by clicking the Detail 1 Button located under the
Personnel Processing column of Figure 4-1.  The data field can also be accessed by
clicking Screens, then Personnel Processing (Figure 4-2), and then clicking Detail 1
(Figure 4-3) to access the data screen.  Figure 7-7 will be displayed.

Clicking Detail 1 provides the user with personnel information on an employee who is in
a detail status.  Skill Information (Figure 7-9) on the queried employee can be displayed
by clicking the Skill Info Button at the bottom of Detail Data (Screen 1) or Detail Data
(Screen 2).

Figure 7-7.  Detail Data (Screen 1) - Blank
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Figure 7-8.  Detail Data (Screen 1) With Query Completed

Figure 7-9.  Skill Information Screen
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Detail 2 Data Screen

Detail 2 Data Screen is accessed by clicking the Detail 2 Button located under the
Personnel Processing column of Figure 4-1.  The data field can also be accessed by
clicking Screens, then Personnel Processing (Figure 4-2), and then clicking Detail 2
(Figure 4-3) to access the data screen.  Figure 7-10 will be displayed.

Clicking Detail 2 provides the user with additional personnel information on an employee
who is in a detail status.  Detail Data (Screen 2) can also be accessed by clicking the
Screen 2 Button at the bottom of Detail Data (Screen 1).  Detail Data (Screen 1) can be
accessed from Detail Data (Screen 2) by clicking on the Screen 1 Button at the bottom of
the Screen 2.

Skill Information (Figure 7-9) on a queried employee can be displayed by clicking the
Skill Info Button at the bottom of Detail Data (Screen 1) or Detail Data (Screen 2).

Figure 7-10.  Detail Data (Screen 2) - Blank
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Figure 7-11.  Detail Data (Screen 2) With Query Completed

Japan Data Screen

Japan Data is accessed by clicking the Japan Button located under the Personnel
Processing column of Figure 4-1.  The data field can also be accessed by clicking
Screens, then Personnel Processing (Figure 4-2), and then clicking Japan (Figure 4-3)
to access the data screen.  Figure 7-12 will be accessed.

Clicking the Japan data button accesses information on the Japanese Local Nationals.
These are employees employed by the Japanese government and not the United States
government.
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Figure 7-12.  USFJ Basic Employee Information Screen - Blank

Figure 7-13.  USFJ Basic Employee Information Screen With Query Completed
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LN Basic Data Screen

LN Basic Data is accessed by clicking the LN Basic Button located under the Personnel
Processing column of Figure 4-1.  The data field can also be accessed by clicking
Screens, then Personnel Processing (Figure 4-2), and then clicking LN Basic (Figure
4-3) to access the data screen.  Figure 7-14 will be displayed.

LN Basic Data Screen provides information that pertains to Local Nationals.  Blue data
fields are available for providing drop-down screens.

Figure 7-14.  LN Basic Screen - Blank
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Figure 7-15.  LN Basic Screen With Query Completed

Military Data Screen

Military Data is accessed by clicking the Military Button located under the Personnel
Processing column of Figure 4-1.  The data field can also be accessed by clicking
Screens, then Personnel Processing (Figure 4-2), and then clicking Military (Figure 4-
3) to access the data screen.  Figure 7-16 will be displayed.

Clicking Military allows viewing of an employee’s record for military service, reserve
status, veteran retirement options, veterans status, veterans preference for RIF, and other
data fields that relate to an employee’s status.
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 Figure 7-16.  Military Data Screen - Blank

Figure 7-17.  Military Data Screen  With Query Completed
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